PRIVATE & CONFIDENTIAL

	EXIT INTERVIEW FORM

	This form should be completed prior to an employee leaving the College, following resignation from a post.  An employee can choose whether they wish the interview to be conducted by their Line Manager or a member of Human Resources.  If completed by the Line Manager, it should be returned (under strict confidence) to Human Resources, addressing the envelope to Human Resources - Operations Department. 

	Exit Interview carried by? :  
	
	

	Line Manager
	
	Human Resources
	

	Personal Details:

	Surname/title
	First name(s)

	Department
	Campus

	Line Manager 
	Date of Exit Interview

	Employee’s start date
	Employee’s end date

	Factors influencing your decision to leave:

	

	Any suggestions for improvements you would like to see:

	Manager’s comments (to be completed after the interview)

What changes do you consider would have been necessary/possible to retain this employee?
How would you describe the working relationship between the employee and yourself?
Excellent

Good

Fair
Poor

In your opinion, has the employee left with a positive image of the College as an employer?
Yes

No

Any other comments?



